Ad Hoc General Administrative and Policies Committee Meeting Minutes
May 12, 2009, 4:00 p.m.

Called to order by Terry James at 4:00 p.m. Roll call was taken, present Ward, England and James.
Excused Stuchlak, West. Also present Barb Petkovsek, Administrative Coordinator/Director of Finance.
The meeting was properly noticed.

Motioned by Ward/England to approve the agenda. Motion carried by unanimous voice vote.

Motioned by Sumpter/Ward to approve the April 28, 2009 minutes. Motion carried by unanimous voice
vote.

There were no reports/comments from departments.

The committee looked at, Section 13 — Volunteer Service Policy, from last month’s meeting. Barb will
review and work on it. Section 13 will be reviewed again at the next months meeting.

Phillippi present at 4:20 p.m.

The committee looked at the draft recruitment form. They made changes and would like to see it again
next month.

West present at 4:30 p.m.

Chapter 2, Section 8, 8.01 & 8.04 was discussed and it was suggested to have a formal plan for
orientation. Barb and Cindy will work on an outline and submit it to the committee for review.

The committee started with Chapter 3 section:

SECTION 1- WORKING HOURS
1.02 Flex scheduling may be worked out with the approval of the Department Head as long as it does
not interfere with the operation of the office or create overtime and/or comp time.

1.06 Lunch Periods and Breaks

B. Lunch periods are not to be skipped, or used at the beginning or end of the workday, without the
specific approval of the employee’s Department Head or supervisor. Employees are considered off duty,
and are free to leave the premises, during lunch periods. H-pessible-those Employees required-todsea
time-eloek shall punch out at the beginning of their lunch and punch back in when returning to work.

C. Each employee is allowed a paid relief period of ten (10) minutes for each one-half (*/) day’s work.
Break time cannot be accumulated in any manner or used to extend lunch periods or to shorten the
workday. Employees are not allowed to leave the work premlses durlng their ten (10) mmute break. as

SECTION 2 — PERSONNEL RECORDS
2.01 Personnel Files. The Personnel Bepartment Director shall maintain the official files of all

County employees in accordance with Chapter 19 Wlsconsm Statutes A—Departmeﬂt—Head—eFmanager




2.02 Inspection of Records. The public may request in writing to the Personnel Bepartment
Director to inspect personnel files. The County shall provide inspection of personnel records to the
public in accordance with Chapter 19, Wisconsin Statutes with approval of the Corporation Counsel.

2.03 Employees or a representative designated in writing by the employee upon written request to the
Personnel Department; Director shall have the opportunity to inspect any personnel documents in
accordance with §103.13, Wisconsin Statutes.

2.05 Employment References. Professional references concerning past employment with the

County shaII be g|ven by the County Personnel DepaFEmeﬁt Dlrector onIy A—DepaFEment—Head—elLaﬁ

SECTION 5 - CONFLICTS OF INTEREST AND MISCONDUCT

5.02 F. In his private capacity, negotiate or bid for or enter into a contract in which he has a private
peeuniary financial interest, direct or indirect, if, at the same time, he is authorized or required by law
to participate in his capacity as an employee, in the making of that contract or to perform in regard to
that contract some official function requiring the exercise of discretion on his part and/or;

G. Participate in the making of a contract in which he has a private peeuniary financial interest,
direct or indirect, or performs in regard to that contract some function requiring the exercise of
discretion on his part.

SECTION 7 - PERSONAL APPEARANCE AND HOUSEKEEPING




SECTION 8 - STORAGE OF PERSONAL BELONGINGS ON COUNTY PROPERTY
8.01 County owned lockers, desks, file cabinets, electronic equipment, and vehicles are not the private
property of the employee. There is no reasonable expectation of privacy with regard to their contents

and they are subject to inspection. at—the—diseretion—of—the—-AdministrativeCoordinator/Director—of
Finanreeand-Corporation-Ceunsel:

SECTION 9 - OFFICE ETIQUETTE
9.01 Please be respectful when you are in another employee’s work area. The employee may be on
the phone or need less noise interruptions to do their work. When entering others offices, especially
when you are meeting with clients, visitors, or members of the community, or even another employee,
please be polite, knock before entering, and wait for acknowledgment. Most Offices in the County
have an open door policy, but may not want to be interrupted at that time. Manners and respect to all
are necessary in the workplace

The following sections in 10 — CONFIDENTIALITY will be sent to the mutual for review:
o Departmental Policies on Confidentiality
o Open Records

All of SECTION 11 — HARASSMENT will be sent to the mutual for review.
All of SECTION 12 - CONFIDENTIALITY OF MEDICAL RECORDS will be sent to the mutual for
review.

Set the next meeting date for May 26™ at 4:00 p.m.
Motioned by Sumpter/West to adjourn at 6:08 p.m. Motion carried by unanimous voice vote.

Respectfully submitted,

Cindy Phillippi,
Recording Secretary



